
TRUCTIONS: See Publication No. 76-!?M-! for instructions on completing th is  form. Forward signed original to 
artment of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 

Attention: Scheduling Section. 

9 E. Confederate Ave SE 
Atlanta GA 30316 

~ I .. - .. . .. .~- ~~ ~ 8. Monthk Raferenos Rate 

One to six months old 

How often are records referred to which a?e: ~ ' ~ 

; Seven to twelve months old ; Thirteen to twentyfour months old 
twenty-five months and older ? ~- 
-~ 

Lener4ze drawers ; Legal-size drawers ;Shelves ;Other (specify) 
T A n n u a l  Rate of Accurnulatiosof Remrds 

2. PerrontoContact Workinq Title Toleohone Number - ~ 

Secretary 656-1700 

a. 
b. 

G4 Estaoum Retention Schedule; record will continue to accumulate. 
Dispose of present accumulation; no further accumulation anticipated. 

CheckOne: 0 Chanqe; 0 Supercede; 0 Void 
5. Records Series Titte (followed by tide used in office; if different) 

IS Earliest Latest 
1 to date Adjutant General Correspondence File 

6. DivWon and Office Function What is the function of the Division and the Office in which this record series is created? 

The &parLent ofDefense is responsible for protecting citizens during natural disasters and 
for participating in the security, readiness and defense of the state and nation in emergencic 
The Adjutant General formulates policy and supervises all divisions of the Department. 

7. Rewrd Serier Description 

Documents relating to: 

Adjutant General. 

This file contains the following documents (include form numbersand tides, if any): 
Attach samples of the file. 

Maintaining a record of routine correspondence of interest to The 

Indudedare: Invitations, letters of recommendations, condolences and congratulations; and 
related correspondence. 



- The following requires the series to be kept: 
~ ~~ 

~- ~~~ 

- ~ ~~ 

11. Retention Requirements 

a. State Law years. d. Audit period years. 
years. 

c Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. ~ ~ 

b. Statute of limitation years. e. Administrative need 2 

~ .~~~~ 
<! 

. .  
~ .. ~~ 

. .  ,~ .~ ~. ~. ~~~ 
7 

.~ ~ ,~ 

.~ 

: ~ .~ ~ ~ . . ~  ~ . .  .~ .~ . .  ~~ ~ .~ 

12 AwrQved Disposition lnmuctions ~ This agency recommends thaf the file series be cut otfar~& end of&&: 

[4 Calendar Year; 0 Fiscal year; 0 Other 

- 
men, 

I 
Faph  12 are approved. 
(if dispproved, am& letter 

Attornev GeneralIDesiunee 


